APPLICATION FOR RECORDS DISPOSITION STANDARD

4 B
INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division i
3. Dept , Diwision, Subdivision & Administering Office Address ! FOR RECORDS MANAGEMENT DIVISION USE
! i _ (?ato Received Application No. Date Completed
Departm 1 ini i : ' - '
epartment of Finance and Administration: | y 3 1978 7914\ AUG 8 1978
Division of Contracts and Procurement . ,
Peachtree Summit, 401 W. Peachtree St. NE |- Apelication 2. Dept. Application No.
Atlanta, Georgia 30308
Tf;er;h to Contact ' N 5. Working Title o T 6. Telephone Number
Edward London Contract Administrator 586-5266
[ 7 Action Requested l - T ' A
a. D4 Establish Rerention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated. )
c. [0 Amend Application No. — Check One: [ Change; (O Supercede; [ Void
8. Dates of Series 9. Records Series Title {followed by title used in office; if different) ]
Earliest Latest '
1972 | Present | Demolition Original Executed Contracts Files
10, Di;i-{isn and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Contracts and Procurement is responsible for developing, maintaining, and |
implementing Authority-wide purchasing procedures, consultant selection procedures, cen-
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act.

Specifically, the Division is responsible for the purchase of bus parts, materials and ser-
vices for transit operations; purchase of office supplies, furniture, equipment, miscel-
laneous services and concessions; administrative management and documentation for all
consultant, construction and demolition contracts and federally-funded procurements; main-
tenance of all official contract files, bidder's lists, vendor file directories, contract
lists, and related special reports. The Division is responsible for the retention and
maintenance of all contracts and related contract documents so that they are available for
audit and periodic review. ; ’

11. Record Series Description This file contains the following documents {include form numbers ana_’;tles, if:ny}:
Attach samples of the file. ' )
Documents relating to: Executing contracts . to provide specific demolition

and site clearance services to the Authority.

Included are: Original contracts executed by MARTA and the vendor,
Payment and Performance Bonds, Powers of Attorney,
Powers of Execution, and Change Orders,

File is arranged: Alphanumerically, as to CO, CP, CQ, PO, ox CQ SS, then
numerically within these categories.
12. Monthly Reference Rate How often are records referred to which are: — i
One to six months old _Lli ; Seven to twelve months olq _.__l. > "'i_ -~ : Thirteen to twenty-four months old Q - 1 .
twenty-five months and older 0..__ 2
et - . —_— e e . —_— .- -
13. Annual Rate of Accumulation of Records : - ———
Letter-size dr_?wers —_—— e - —; Legal-size drawers . ; Shelves . 5 —._~; Other (specify) ' e
L] R . . . 5 \ "_:——"—-‘lr— — g
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YES ?CT 14, Queshonnaue {Place an WH in the proper column) ST ‘ i
1 Tls—t—h’rs-(fﬁfucnal copy of the sevies? T T T T
X ] not, where is it: it? ; e o e B e
b Does the series contain conhdenual mformatmn requmng secumy hand!mg7 If ves cne Iaw or r’ogulauon
x| e . L S
'3 & 15 thisa yital pacord? S S e
X d. nur".ilr L7 nﬁ: hhve hu-‘.lm el 1 lang Il'lﬂl vesreh villae? ]
X ¢ Whaen e ™ |wu choctnents o thee Tl ke ot oecessary o keep Hie oidue Dle Lo . Tong posient comiled Haese dlociments be
scheduled separalelvr‘
- x N L::Is?w mformgtlcln_@pt_aupeylp _tlls senes:v;; pubhshed?‘if yes attach_c_:‘éqt:-:__::_m mgp—.—*wi___:jA;“jT“_i‘
9. s the information contained in this saries ever analyznd ‘and/for recorded in a summarized report?
p; It yes, attoch copy.
- _hﬁ ‘ls :here a’d;;;hcatnon of thts series in your oﬂ:c;—;Tn‘a-n:Jther office or agency;- T -
X lf ves, where?
X,ﬁ e ‘Is this er.}Z'FaTE rﬁ-a—;c;r " gortion « of n) rggglarly ly microfilmed? B ;il :-Au R
X i._ Does the record series redult in a computer printout? o i*__‘;:i :: _:“%“ T

15. Retention Requirements

a. Siate Law
b. Statute of limitation

¢, Federal law

The following requires the series to be kept:

——— e Years.
- -— YBears.

- years,

d. Audit period
e. Administrali;fe need
f

Fedaral retention instructions

years.

——— . _ Years,

-3 _ years.

Complidon of o MHRTA pripand

Attach copy or excert of laws or regulations. Explain administrative nead.

My conm. Ir.b-¢/ .5//1/7{

T T e e e ——— e e e ———e e e

This agency recommends that Ihe me serigs be cut off ar the end af each:

o —— ——

16. Approved Disposition Instructions

[ 1 Catendtan Year; 1) Fiscal Year; X Other

{7 Hold in the current files area month(s)
L] Transfer to local holding area; hold

O Transfer to State Records Center; hold ____ . _ yearls); then

- |

e year(s); then

.. yBar(s); then

O Destroy. .
O Transfer 10 State Archives fGr parmanent retention.
& Oiher (Specity)

Hold in current files area until Board acceptance 0of the contract or
final payment under the contract. —

Then: transfer to Authority Records Center. Hold for three years

past completion of MARTA projects: then destroy.

These instructions apply to dll prior and fulure scocumulations of the senps
Hndlcate brielly mtmnale tor recommaendationy nmw 01 wuu- lllidl““nal remarks}:
17 APPF!OVALS
\pproved  Deoarimant Records Managemant Gificar ~ Date

Do?:rtment of Archives anc .nd ilitzrv

T MARTA Management Ac Advisory Commitree

9—7 78‘

Date

Recards

Bﬂ

Approvcd




